
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND 
DISPOSAL SCHEDULE 

Schedule No. 
2489 

Page 1 of 3 

Agency 
MD Department of Agriculture 

DivisionAJnit 
Office of the Secretary/Executive Direction 

Item 
No. 

Description 
Supersedes Schedule 2221 

Retention 

1. General Correspondence 
Series consists, but is not limited to 
correspondence with departmental 
units, other State agencies and ag 
organizations and businesses 
regarding such items as programs, 
budgets, procurement, regulations, 
personnel and administrative 
procedures. May also include 
memoranda, reports, studies, 
surveys, investigations, press 
releases, newspaper clippings, 
directives and other miscellaneous 
papers relating to the administration 
of the Office of the Secretary. 

Retain in office. Screen annually. Destroy 
material having no further administrative, 
fiscal, legal, or operational value. Retain 
permanently any material mandated by statute 
or that serves to document the origin, 
development, functions, and accomplishments 
of the agency. Transfer periodically to the 
Maryland State Archives 

2. Audit Reports 
File contains legislative audits of the 
programs and units with the 
Maryland Department of Agriculture 

Retain for seven (7) years, then destroy. 

Approved by Department, Agency, or 
Division Representative. 

Date 

Signature jff 0 f f ' ^ ^ ^^^^''^^ 

Type Name Roger Richardson 

Title Secretary 

Schedule Authorized by State 
Archivist. 

Date ? 

Signature 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND 
DISPOSAL SCHEDULE 

Schedule No. 
2489 

Page 2 of 3 

Agency 
MD Department of Agriculture 

Division/Unit 
Office of the Secretary/Executive Direction 

Item 
No. 

Description 
Supersedes Schedule 2221 

Retention 

3. Organizational Charts 
File contains the approved 
organization charts for the Maryland 
Department of Agriculture. 

Retain permanently 
Transfer periodically to the Maryland State 
Archives. 

4. Boards and Commissions 
File contains Secretary's 
recommendations for nominations to 
the department's. Boards and 
Commissions, appointment letters, 
letters of recommendation from 
outside sources 

Retain for ten (10) years, then destroy. 
Maintain permanent history of board and 
commission members. Transfer periodically 
to the Maryland State Archives. 

5. Contracts 
File contains original documents and 
executed copies of current contracts, 
MOU's, and grants administered 
directly by the Office of the 
Secretary. 

Retain until expiration of contract and for five 
(5) years thereafter, then destroy. 

6. Legislation 
File contains copies of bills, fiscal 
notes, testimony and general 
correspondence relating to those 
bills. Also includes a synopsis of 
bills, hearings schedules and bill 
review. 

Retain for five (5) years, then^estroy. 

DGS 550-1 (Rev. 10/92) 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2489 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 3 of 3 

Agency Divis 
MD Department of Agriculture Office of the S< 

on/Unit 
jcretary/Executive Direction 

Item 
No. 

Description 
Supersedes Schedule 2221 

Retention 

7. 

8. 

9. 

NASDA. SASDA. SUSTA: 
Series consists of, but is not limited to, correspondence with 
national and regional agricultural associations. This includes 
minutes of meetings and policy recommendations. 

Board of Regents/Universitv of MD: 
File consists of items discussed at meetings. 

Public Information Requests: 
File contains letters and responses for requests for information to 
offices within the Department. 

Screen and retain 
permanently all material 
which serves to document the 
origin, development, 
functions and 
accomplishments of the 
Department. Transfer 
periodically to the Maryland 
State Archives. Destroy all 
other material which has 
ceased to have any further 
administrative value. 

Retain for one (1) year, 
screen annually and destroy 
all material which has ceased 
to have any reference to 
policy or administrative 
value. 

Retain for five (5) years then 
destroy. 

Q 

DGS 550-1A 



ilrticlioiis • Typo or Ptiiit a separate term lor each 
w or revised record series, forward with Record 
ilontion Sdmdule (DGS 550-1) 

t. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORrll % ilrticlioiis • Typo or Ptiiit a separate term lor each 
w or revised record series, forward with Record 
ilontion Sdmdule (DGS 550-1) 

t. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 PAGE / OF 1 

../opartinenl/Agency 2. Division 3. Unit 1 

EFINITION • RECORD SERIES • A group ol relatod records normally tiled and used as • unit for rolarmc* a* welt as rotonllon and dicpocllion purposss. 

Record Series Title _ 5. Earnest Year/Utost Year 
to 

Record Series Description (Briefly desoibe the types of InformaUoraVdocuments/forms found In the series. Include the purpose or function of the series. 

Record Series Formal(5) 

tia'Li I Letter Size 

• Legal Size 

• Bound Book 

J Audio Tope 

• Oilier (specily) 

D Microfilm 

D Computer Tape 

• Floppy Disk 

O Video Tape 

8. Record Series Sequence 

Xa^ Alphabetical 

• Numerical 

D Chronological 

• Geographical 

• Olher (spedly) 

9. Volume 

Number 

File Drawer(s) 
• Microfilm Reel(s) 

O Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation -
• File Drawer(s) 
D Microfilm Reel(s) 

D Computer Tape(s) 
Number • Olher (specily) 

11, File is Used 
D Daily ta^eekly CTMonWy 

^.'v i iH A3<?T pre e o u e / j r t-W 

12. RIe Becomes Inactive After S t ^ t i " / ? 
O Month(s) a Year(s) 

Number 

13. Current Locallon(s) (BIdg., Floor, Room) 
_ ^ 11 (If yes, specify agency or office) 

O l ' D A V-LCCe {^i.^(L OidEdT^;^^ ET Yes • No 

14. Is Record Series Duplicated Elsewhere? Scm'= ' *̂  

t5. Access Restrictions D Yes 0^No 
(II Yes. cite Law(s) & Regulation(s) 

16. Autfil Requirements 

None • Slate D Federal • Independent 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

18. Recommended Retention 

a Yes No 

Name and Tills of Preparer 20. Telephone Number i\. Dale 

3ub bbO-4 (Hev. 1/93) 
Figure 1 



!l(F!!9i'§ • lyi>o Of PtW a separate (orm lor each 
/ or revised record series, (orward with Record 
onlioii Scimdiile (DGS 550-1) 

DEPARTMENT qP GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY-

PAGE "51 OF *? 1 

joparlinenVAgerrcy 2. Division 3. UnR I 
QPF\CS OF TH-i^ 

:FÎ 4)T|ON • RECORD SERIES - A group el retaled records normally R)ad end used es • unit lor ralerone* a» wed m retention and dlipoclllon purpose*. 

Record Series IWe 

f\oT>>r ' K^Poers 

5. Earliest Year/Utest Year 
S>oo( to SiooF 

Rocoid Series DescripUon (Brielly dasaibe the types ol Inlonnalionn/documentsrtorms found In the series. Include tfie purpose or luncfion of the series. 

U/UIT5 UJ'-TH AI'DA , : 

. Record Series Formal{s) 

efleller Size • Microninn 

• Legal Size 

a Bound Book. 

J AucSo Tape 

• Otiter (specily) 

O Computer Tape 

D Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• Numerical 

D Chronological 

• Geographical 

• Other (spedly) 

9. Volume 

Number 

Ef^i le Drawer(s) 
• Microfilm ReeKs) 

D Computer Tepe(s) 
• OOier (specify) 

10. Annual Accumulation -
• File Orawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number D Other (specify) 

11. File is Used 
D Dmly DWeeWy 

3^ O.OAiP~T&e-t-^ 

12. FBe Becomes InacSve Alter 
D Monthly |{ T D Monies) 

Number 
Er^ear(s) 

13. Cutienl LocaQon(s) (Bidg.. Ftoor. Room) 14. Is Record Series Duplicated Elsewhere? 
(If yes. spedly agency or office) 
D Yes BT No 

15. Access Restrlcfions D Yes S^No 
(II Yes. die Law(s) & Regulanon(s) 

16. Audi Requirements 

None • Stale • Federal • Independent 

17. Is an Index System Used? (II yes. explain brielly and describe 
any hadware/soltware 

18. Recommended RetenGon 

a Yes No 
- 7 Tt^£'0 

Name and TiUa ol Preparer 

DU»bb6-4(Hev. ildi] 

Figure 1 

20. Tele(4ione Number tS. Dale 



Il'clions -1 yiw or Print a saparale form for aadi 
' or revised record series, fonward with Record 
onlion Sctiodvile (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

— ^ 
AGENCY RECORDS INVENTORY 

PAGE .5 OF ^ g 

jopartmenl/Agency ^D^vldon 

-• 

3. Unit 1 

• Of(^ice OP TH-(F j 

IFINITION : RECORD SERIES • A group of related records normaSy Bled « i d used as a unit lor raferMic* w*n as retention and disposition purposes. 

f̂ ocord Series Title 

iyitCifirA) / 2 ATT 0 /O Ac^ G l - b O ^ T i 

5. Earliest Year/Utest Year 
•^OC to 3LOt>^ 

Record Series Description (Briefly describe the types ol Informationn/documents/lorms found In the series. Inchide the purpose or function ol the series. 

. Record Series Formal(s) 

Eftelter Size • Microfilm 

• Legal Size 

• Bound Book. 

J Audio Tape 

O Oilier (specily) 

• Computer Tape 

• l=loppy Disk 

• Video Tape 

8. Reconj Series Sequence 

• Alphabetical 

Numeric^ 

• Chronological 

• Geographical 

D Other (spedly) 

9. Volume 

Number 

B^File Drawerfs) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• OOier (specify) 

10. Annual Accumulation -
D File Drawer(s) 
• Microfilm Reet(s) 

a Computer T3pe(s) 
Number • Other (spedly) 

11. File is Used 
a Daily • Weekly a MonWy 

13. Current Locallon(s) (BIdg.. Floor. Room) 

12. FBe Becomes InacBve After i T IS OP'u>fi^X:> 
a Monlh(s) Q Year(s) 

Number 

14. Is Record Series Duplicated Elsewhere? 
(If yes, spedly agency or olftee) ^ 

Yes Q No O I H t . n » - -̂• No 

IS. Access Restrictions • Yes No 
(II Yes. dte Law(s) & Regulalion(s) 

16. Awfit Requirements 

Q^i^one • State • Federal • Independent 

17. Is an Index System Used? (II yes, explain briefly and describe 
any hadware/soltware 

• Yes ET^ NO 

18. Recommended Retenfion 

Name and TiUs ol Preparer 

. Ey.ec. /Xs^-^x'— 

20. Telephone Number ^ . Dale 

Figure 1 

http://Ey.ec


iiiclioiis • Tyi>e or Print a separate (orm (or each 
' or levisnd record series, forward with Record 
onlion Sclwdule (DGS 550-1) 

DEPART1WIENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY' 

PAGE _ i _ OF ^ 

-lopartmenl/Agency ^DIviaon 3. Unit 

FINITION • RECORD SERIES - A group of related recordt normally Wed end used as e unlHor reference a» weH ma tetontlon end dl«po«ltlon purposes 

Record Series lille 

a 0{Y\ fr\tS^\ o,U-J 

5. EarHesl Year/Ulesl Year 

Record Series Description (Briofly describe the typos ol Informationn/documenlsrtonns found In the series. Include the purpose or luncfion ol the series. 

Record Series Formal(s) 

dieter Si; • Sire 

• Legal Sire 

• Bound Bool̂  

J Audio Tape 

O Oilier (specily) 

• Microfilm 

• Computer Tape 

• Floppy Disit 

• Video Tape 

8. Record Series Sequence 

1 ^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specily) 

9. Volume 

L— 
Number 

0"^ File Drawer(s) 
• Microfilm Reel(s} 

• Computer Tape(s) 
a- Otiier (specily) 

11. File is Used 
• Dnily • WeeMy D Monthly 

13. Cwienl Locations) (BIdg.. Floor. Room) 

10. Annual Accumulation -
O FileDrawer(s) 
• Microfilm Reei(s) 

• Computer Tape(s) 
Number D Other (spedly) 

12. File 

Number 

Inacfive After 
• Month(5) erYear(s) 

14. Is Record Series Duplicated Elsewhere? 
(II jps. spedfy agency or office) |jO OTi^rz. O F ( - < e e S 

Y « s O Ho UJ.T1-*.AJ /H-i:).4 

15. Access Restrictions • Yes B'I'io' 
(II Yes. die Law(s) & RegulaUon(s) 

17. Is an Index System Used? (II yes. explain brielly and describe 
any hadware/soltware 

O Yes 1 3 ^ 0 

16. Audtt Requirements 

Q'^Nono • State • Federal O Independent 

1 18. Reoommended Retention 

/^A-i UTfyi/O 'T-^/^ A.lJcT.OT- /4i'^'^rZ.^ f̂ '" 

Name and Title of Preparer 

idHMi(Kev. im) 

Figure 1 

20. Telef̂ wne Number ^ . Date 



!yi=!!?j]5 • 1 yi>8 or Print a separate form for each 
' or revised record series, fonivard vnth Record 
onlior« Scliodiile (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

j=-a 
AGENCY RECORDS INVENTORY 

!yi=!!?j]5 • 1 yi>8 or Print a separate form for each 
' or revised record series, fonivard vnth Record 
onlior« Scliodiile (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 PAGE OF '9 

-lOpartinent/Agency ^DIvldon 3. UnR 1 

IFINITION : RECORD SERIES • A group of related records nonTuAjr filed and used as • unit lor reference as wed as retention and disposition purposes. 

Record Series Title 5. Earliest Year/Utest Yeaô  
/ 9F ^ t o ^^^f 

Record Series DescripUon (Briefly dascril>e the types of Informalionn/documents/forms found In the series. Include the purpose or funcfion of the series. 

Record Series Formal(s) 

dLelter Size 

Ellegal Size 

• Bound Book. 

J Audio Tape 

D Olher (specify) 

D Microfilm 

Q Computer Tape 

a Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• Alphabetical 

d^Numericrf 

• Chronological 

O Geographical 

D Olher (spedly) 

9. Volume 

a. 
Number 

i r ^ i l e Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Otiter (spedly) 

10. /Vnraiat Accumulation -
D File Drawer(s) 
• Microfilm Reel(s) 

O Computer Tape(5) 
Number • Other (spedly) 

II. File is Used 
• Dany BWeeMy • Monthly 

1 i FHe Becomes InacBve After "Str^ 
• Month(s) • Year(s) 

Number 

13. Current Locallon(s) (BIdg.. Ftoor. Room) 14. Is Record Series Duplteated Elsev/here? ^ /'llD 4-
( « y e s . ^ , y a g e ^ o r ^ l l i c e ) ^ 

15. Access Restrictions • Yes No 
(II Yes. dte Law(s) & Regulafion(s) 

16. Aucfit Requirements 

Q'i*)ne • Slate • Federal • Independent 

17. Is an Index System Used? (II yes, explain briefly and describe 
any hadware/soltware 

D Yes No 

18. Recommended RelenGon 

^\Kj^ "^eAOs TPr&z£-fl-f=-re^^ Th^aj 

Name and Title ol Preparer 20. Telephone Number i\. Date 

'Uy (Hev. 1/S3} 
•igure 1 



!»'c!!?!>§ • "I yiw or Print a separate form for eacli 
1 or revised record series, fonirard vtritii Record 
ontion Sciiodule (DGS 550-1) 

«. 

DEPARTMEf^ QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTC^^ 

PAGE 6' OF ^ ^ 

jopaitment/Agency ^Div l^n 3. Unit 1 

" £ ) , - T ? . e t 5 d>i^ Th-e- 1 

:FINIT|ON • RECORD SERIES - A group ol relaled records nomwrily flied and used as a unit for relererrce a* well as retention and disposition purposes. 

Record Series tille 

Lb IS LAUD/J 

5. Earliest Year/Ulest Year 
^DOi to S2C>0^ 

Record Series Descriptton (Brielly desoibe the types ol Infonnationn/documents/forms found In the series. Include the purpose or hincBon ol the series. 

. Record Series Fonnal(8) 

Grteller Size D Microfilm 

• Leg.il Size 

• Bound Book. 

J Audio Tape 

• Oilier (specily) 

O Computer Tape 

D Ftoppy Disk 

O Video Tape 

8. Reconl Series Sequence 

• Alphabettcal 

Q^NumericaJ 

• Chronological 

• Geographical 

• Other (spedly) 

9. Volume 
— a - d^File Drawer(s) 

" _ O Microfilm Reel(s) 
Q Computer Tape(s) 

Number 0^ Otiier (spedly) 

10. Annual Accumulation -
• File Orawer(s) 

—5 D Microfilm Reel(s) 
6y^-S> a Computer Tape(s) 

Number 0-^Other (spedly) 

11. FileisUised, 
cr 3aily • Weekly 

12. FBe Becomes Inaclive Alter 
D Monthly || • Monlh(s) 

Number 
•-^ear(s) 

13. Curient Location(s) (BIdg.. Floor. Room) 14. Is Record Series Duplteated Elsewhere? 
(If yes. spedly agencv^ office) 
• Yes 0 ^ No 

15. Access ReslricBons O Yes Effio 
(11 Yes. die Law(s) a Regulation(s) 

16. Awfit Requirements 

0 ^ ^ n s • State • Federal • Irulependent 

17. Is an Index System Used? (If yes. expl^ brielly and descrftm 
any hadware/soltware 

a Yes No 

18, Rocommondod Retention 

Name and Title d Preparer 20. Telephone Number t\. Date 

bbO-4 (Hev. 
-igure 1 



!!l'5!!?J}5 • "'yP9 or Pml a separate lorm lor each 
» or revised record series, forward with Record 
loritioii Schodvile (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE "7 OF 9 

joparlrnent/AgeiKy Z Dhriaon 3. UnK 

SFINITION : RECORD SERIES - A group ol related records normally flied ar>d used as a unlHer retererice as wefl as r»tet>tlon and disposition purposes. 

Record Series litle 

/0,^St?A. S A S ^ A , S U S T A 

5. Earliest Year/Latest Year 

Record Series DescripUon (Briefly describe the types ol Infomtalionn/documents/forms found In the series. Include the purpose or function ol the series. 

tOCrXA TTAiS /Ô T̂r 0/O-A-t- /V,C! i> rS'eSi o,V/4s_ 

Record Series Format(s) 

Q-tolter Size 

O Legal Size 

• Bound Book. 

J Audio Tape 

• Oilier (specily) 

O Microfilm 

• Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• AlphabeUcal 

0'''Numerical 

• Chronological 

• Geographical 

• Olher (spedly) 

9. Volume 

J L 
Number 

t!f̂  File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Oilier (spedly) 

10. Anmial Accumulation -
• File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number O Olher (spedly) 

II. File is Used 
D Daily •Weekly • Monthly 

12. File Becomes Inactive Alter ^ G i ? / ^ 
• Month(s) • Year(s) 

Number 

13. Curient Locallon(s) (BIdg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere? 'Si>)>ic= / l l / V n ^ i A i - ^ 
(Hyes. spedly agency or office) / ^ 5 ^ r S^(i(LefV^i/'_j 
a - Yes • No ( j^pr.ces 

15. Access Restrlclions • Yes 0^Ho 
(If Yes. die Law(s) & Regula6on(s) 

16. Aucfit Requirements 

Q^None • State • Federal • Independent 

17. Is an Index System Used? (II yes. explain briefly and descra>e 
any hadware/soltware 

• Yes t r i j o 

18. Recommended RelenBon 

0/2- AD/7ii,<Ji5-;>e#^ri v e UA.<L.oi= 

Name and Title ol Preparer 

(Ê  / e^G_ A s s o d J / ^ H 

20. TelefdKHie Number ^ . Date 

/ 30U -? 

l ib bbO-4 (Hev. 1/93) 
igure 1 



:!V5!!?J.'? • ' yi>o w '''""> a soparale form for oach 
» or rovisod record series, forward wi»fi Record 
lonlioi) Schedule (DGS 550-1) 

DEPARTIk«EMT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE ? OF 9 

ôpartinanl/Agency 2. Dfvlaoi> 3. Un« 

•FINITION • RECORD SERIES • A group ol related records rwnwily Wed and used es a unit for retererwe a* wen as retenUor> and disposltton purposes. 

Record Series litle 5. Earnest Year/Ulest Year 

Record Series DescripUon (Briefly describe the types ol InloimationrVdocuments/lorms found in lha series. Include Ô e purpose or function of the series. 

A T j/yj e^T./OS^s : • 

Record Secies Formal(s) 

cflelter Sire D Microfilm 

D Legal Sire 

O Bound Book. 

J Audio Tape 

• Olliei (specily) 

• Computer Tape 

D Floppy Disk 

O Video Tape 

8. Record Series Ser^ence 

• Alphabetical 

D^Numerical 

D Chrorrological 

• Geographical 

• Other (spedly) 

9. Vohime 

/ 
Number 

EJ^ File Drawer(s) 
• Microfilm Reel(s) 

D Computer Tape(s) 
• OUrer (spedly) 

10. Annual Accumulation -
• File Drawer(s) 
O Microfilm Reel(s) 

• Computer Tape(s) 
Number D Other (spedly) 

t. File is. Used 
O Daily • Weekly U Monthly 

12. FBe Becomes Inacfive After S e t ^ ' * 
D Month(s) D Year(s) 

l̂ umber 

3. Current Location(s) (BIdg.. Floor, Room) " | 14. Is Record Series Duplteated Elsewhere? | 
' (If yes. spedly agency or office) t 

D Yes ET No 

5. Access Restrlcttons D Yes a^No 
(II Yes. die Law(s) & Regulafion(s) 

16. Awfit Requirements 

D^Nona • Stale • Federal • Independent 

>7. Is an Index System Used? (If yes. explain brielly and descr8>e 
any hadware/soltware 

• Yes (r1*> 

C J M . C H HAS C e A . ^ i ^ ^^'•^ "^f^ 

Name and Title ol Preparer 

GLORIA CMN}\(bi3P~'=> 
20. Telephone Number i\. Dale 

gure 1 



ishuciions. - i yp9;pr Ĵ tml a separate (orm for eacli 
8w or re'visedfrecprd series, forward willi Record 
:ofortliou Schrjdule {DGS 550-1) 

DEPARTH4EMT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVEI^ 
ishuciions. - i yp9;pr Ĵ tml a separate (orm for eacli 
8w or re'visedfrecprd series, forward willi Record 
:ofortliou Schrjdule {DGS 550-1) 

DEPARTH4EMT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 PAGE OF 9 

jopartineiil/Agency 2. Division 3. Unit 

DEFINITION • RECORD SERIES - ^ group ol relaled records normally filed and used as a unit for reference a« well as reienilon and dlspoBliion purposes. 

I. Record Series lille 5. Earliest Year/Utest Year 

>. Record Series Descriplion (Briolly descriljo the types of Inlormationn/documenls/lorms found In the series. Include the purpose or function ol the series. 

• U> t-riAiAj 77+1= ' P e P/'̂ verm e-AJT: 

? Record Series Formal(s) 

D Microfilm 

D Computer Tape 

D Floppy Disk 

D Video Tape 

oljBller Size 

• Legnl Size 

D Bound Book 

J Audio Tape 

• Otiiei (specily) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Chronological 

a Geographical 

D Other (specify) 

9. Volume 

/ 
Number 

ET^File Orawer|s) 
D Microfilm Reel{s) 

D Computer Tapo(s) 
^ Other (specily) 

10. Annual Accumulation -
• File Drawer(s) 
a Microfilm R6el(s) 

O Computer Tape(s) 
Number a OUior (speciFy) 

It. File is Used 
• Daily • Weekly • MonBily 

12. Rle Becomes Inactive After 
<~ O Monlh(s) IT' Year(s) 

Number | 

13. Current Locatioii(s) (BIdg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere? 
(II yes, specily agency or olfice) 
D Yes ET No 

15. Access Restrictions O Yes Q^No 
(II Yes, cite Law(s) & Regulalion(s) 

16. Aucfit Requirements 

El^None • State • Federal • Independent 

17. Is an Index System Used? (II yes, explain briefly and describe 
any hadware/soltware 

• Yes B^No 

18. Recommended Retention 

Name and Title ol Preparer 

JUy bbO-4 (Hev. m) 

Figure 1 

20. Telephone Number 21. Data 

I SO /o9 


